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Introduction
The TFP system is an option for submitting your CACFP claims for
reimbursement.  You may continue to mail paper claims to our
Department.
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Requirements to Access System
To access the Internet Link, the following requirements must be met by
a user:

• Personal computer (PC) must have access to the Internet

• PC must have Microsoft Internet Explorer 7.0 or above web browser 

• PC must use the Windows operating system.

If your PC does not have Internet Explorer 7.0 or above, the Internet
link will advise the user on how to download a free copy of Microsoft
Internet Explorer.
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Requirements to Access System

The system is best viewed when the PC monitor is set to a
1024 X 768 resolution or better.  The user should consult
the manual for their PC monitor on how to accomplish this
task.

The PC should also have the “JavaScript Option” enabled
for the browser in order to view the system properly.  If the
user is unsure if their browser is set with JavaScript 
enabled, the user can click on the link provided for
instructions on how to do this.
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Step 1: Access the System
The system may be accessed at the following Internet link:

https://tfp.dhs.tn.gov

https://tfp.dhs.tn.gov/intro/default.aspx
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Access the System
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Step 2: Register to Create 
Account

After clicking the “Enter” button, the following screen will appear.
Click on the “Register“ Link in upper left hand corner.
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Register to Create Account
When Register link is clicked, the user will navigate to the following
“REGISTER FOR USERNAME AND PASSWORD” screen: 
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Register to Create Account
The user will need to enter the “Federal Employee 
Identification Number” and the “Sponsor (Institution) Agreement
Number” for their institution, and then click on the “NEXT”
button.

The system will check to see if the “Federal Employee
Identification Number” and the “Institution Agreement
Number” are a valid combination.  If the combination is
not valid, the user will be presented with an error message,
and the user will be instructed to call CACFP Program Staff
at (615) 313-4749 for assistance.
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Register to Create Account
If the combination is valid, the system will also check for a
maximum of 2 active e-mail addresses for the Institution
Agreement Number.  If the Institution Agreement has 2 active 
e-mail accounts, the user will see an error message that the
Institution Agreement has the maximum number of accounts, and
that the user should call the CACFP Program Staff at (615) 313-
4749 for assistance. 
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Register to Create Account
If the Institution Agreement Number account does not have an
excessive number of active e-mail accounts, the user will navigate to
the following “REGISTER FOR USERNAME AND PASSWORD”
screen.
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Register to Create Account
At the “REGISTER FOR USERNAME AND PASSWORD” screen, the
user will need to enter their “First Name”, “Last Name”, “E-mail”,
“Confirm E-Mail”, “Password”, and “Confirm Password” in the
boxes identified.  All of the boxes must be completed.  Error messages
will appear if any of the information is incomplete.  The “Password”
must be 6 – 12 characters in length and must contain at least one
uppercase character, one lowercase character, and a number.  
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Register to Create Account
After completing all of the boxes, the user will click on 
the “Register” button.  The system will check to see if 
the e-mail is already active for that Institution Agreement 
Number.  If it is, the user will see an error message that 
the e-mail associated with that Institution Agreement 
Number account is already active (registered).
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Register to Create Account
If the information entered in the boxes is accepted by the 
system, the user will receive an e-mail that the account has 
been created.  
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Step 3: Activate Account
Click on the link in the e-mail to activate the account.  An example 
of the link in the e-mail is as follows:

https://tfp.dhs.tn.gov/Login/ActivateAccount.htm?qsv=mrsrWcJ5Ny 
4=

https://tfp.dhs.tn.gov/Login/ActivateAccount.htm?qsv=mrsrWcJ5Ny4
https://tfp.dhs.tn.gov/Login/ActivateAccount.htm?qsv=mrsrWcJ5Ny4
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Activate Account
You should now see the following screen that advises of your account
activation, and that contains a link to “Login”.
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Step 4: Login
The “Login” screen will appear as follows:
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Login
• To complete the “Login” screen, the user will enter their “User 

Name” (e-mail address), “Password”, and “Institution 
Agreement #”.
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Login
If the user fails to correctly enter the “User Name”, “Password”,
and “Agreement #”, more than 2 times, then the user will see a
different “Login” screen with the following added images:
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Login
The added images are to ensure that the user is not an 
unauthorized intruder trying to gain access with random or 
sequential combinations of user names or passwords.  

In order to comply with Section 508, an “Audible” link is
associated with each “Image”.  A voice description of the
“Image” can be heard when the “Audible link” under an
image is clicked.
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Login
After four failed attempts to login, the system will lock out the 
user account and the following error message will be displayed, and
the user will need to call CACFP Program Staff at (615) 313-4749 for
assistance.
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Step 5: Terms of Use
The user account will be checked for the first login for the Federal 
Fiscal Year (FFY).  If this is the first login for the FFY, the user will be
directed to the following “Terms of Use” screen where they will have
to agree to the DHS terms of use for the system  
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Terms of Use
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Terms of Use
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Terms of Use
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Terms of Use
If the user accepts the terms of use, the user will be allowed to go to
the system home page.  If the user does not accept the terms of use, 
the user will be re-directed to the “Login” screen. 
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Step 6: Welcome Screen
After accepting the “Terms of Use”, the user will then see the 
following “Welcome” Screen, and the user will be allowed to enter
claims and check the claim status.
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Welcome Screen
User can click the “Contact Us” link at the upper right hand corner of
“Welcome” screen to obtain information to contact DHS Program
and Fiscal staff.
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Step 7: Claim Data Entry
User can click the “New Claim” link at the upper left of the “Welcome”
screen to expand the “New Claim menu”.  The user can access the
“Center Claim” link under the “New Claim” link based on the
institution’s agreement number.

Click the “Center Claim” link to access the “Center Claim” screen
below.  The system will pre-populate the Agreement Number, Name
and the Address of the Institution and check the Claim type as an
“Original Claim”.
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Claim Data Entry
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Claim Data Entry
On the “Center Claim” screen, the user can enter the 
following:

• Claim Type
• Month and Year Claimed
• Number of days food service provided for Claim Period
• Total Attendance for Claim Period
• Number of Eligible Proprietary Title XX Centers
• Total Number of Meals Served to Participants
• Total Number of Participants Enrolled 
• Race and Ethnicity of the Participants
• Prepared By
• Preparer’s Title
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Claim Data Entry
After entering all the required information, the user can submit the
Center claim form by clicking the “Submit” button.  

“Error messages” will display as errors occur.  System will not accept a
claim with errors.  Errors must be corrected before claim can be
accepted.
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Claim Data Entry
If the claim has no errors, the confirmation message “Claim number
XXXX has been submitted for additional review. Please check your
status after two business days.” is displayed. 
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Step 8: Check on Claim Status
The user can click the “Claim Status” link provided at the upper part
of the screen to go to the “Claim Status” screen below.

On the “Claim Status” screen, the User will be able to see if the claim
has been approved, denied or is still pending for approval.  If the claim
has been approved, a reimbursement statement associated with the
claim can be seen by clicking on the “approved” link on the “Claim
Status” screen.  If the claim has been denied, the reason(s) for this
action can be seen by clicking on the “denied” link on the “Claim
Status” screen.  Questions concerned with the claim status should be
directed to Fiscal Services at (615) 313-5432.    
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Check on Claim Status
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Check on Claim Status
The “Claim Status” screen will contain the information 
related with the claim of the institutions.  The claim status
grid on the screen will contain the following information:

• Institution Type (center or home sponsor)
• Claim No
• Claim Type (original or revised)
• Status (pending, denied and approved)
• Submit Date
• Claim Month
• Claim Year 
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Check on Claim Status
The user can filter (sort) the Claim based on the following
criteria on the “Claim Status” screen:

• Type
• Claim Number
• Claim Type
• Claim Status
• Claim Month
• Claim Year
• Submit Month
• Submit Year
• Submit Date
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Step 9: Retrieve User Name and 
Password

On the “Login” screen, the user will be able to retrieve their “User
Name” and “Password” by clicking the “Forgot User Name or
Password” link.  The user will be directed to “Password Recovery”
screen as follows, which requires them to enter an “E-Mail Address”
and “Institution Agreement Number”:
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Retrieve User Name and 
Password
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Retrieve User Name and 
Password

If the user enters the wrong “E-Mail” or “Institution Agreement
Number”, the following screen will appear:
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Retrieve User Name and 
Password

If the user cannot remember the e-mail address associated with the
account, the user can call the call CACFP Program Staff at (615) 313-
4749 for assistance.

The user will need to enter a valid “E-Mail address” and “Institution
Agreement Number” and click the “Submit” button.   The user will 
then see the following screen:
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Retrieve User Name and 
Password
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Retrieve User Name and 
Password

An e-mail will then be sent to the user, which will provide the Password
to allow access into the system.  The user will need to click “Login”
link at the upper left hand corner of the screen.  The user will need to
enter a valid “User Name” and the “New Password” at the “Login”
screen.  The application detects the new password sent to the user in
an email, and directs the user to the “Change Password” screen as
shown below.
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Change Password
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Session Timeouts
Session timeouts will occur if the user does not do something in the
application for a prolonged period of time. This inactivity will cause the
application to alert the user that the session has timed out, and the user
must go to the login screen and re-enter login information.
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Session Timeouts


	�TENNESSEE DEPARTMENT OF HUMAN SERVICES
	Introduction
	Requirements to Access System
	Requirements to Access System
	Step 1: Access the System 
	Access the System
	Step 2: Register to Create Account
	Register to Create Account
	Register to Create Account
	Register to Create Account
	Register to Create Account
	Register to Create Account
	Register to Create Account
	Register to Create Account
	Step 3: Activate Account
	Activate Account
	Step 4: Login
	Login
	Login
	Login
	Login
	Step 5: Terms of Use
	Terms of Use
	Terms of Use
	Terms of Use
	Terms of Use
	Step 6: Welcome Screen
	Welcome Screen
	Step 7: Claim Data Entry
	Claim Data Entry
	Claim Data Entry
	Claim Data Entry
	Claim Data Entry
	Step 8: Check on Claim Status
	Check on Claim Status
	Check on Claim Status
	Check on Claim Status
	Step 9: Retrieve User Name and Password
	Retrieve User Name and Password
	Retrieve User Name and Password
	Retrieve User Name and Password
	Retrieve User Name and Password
	Retrieve User Name and Password
	Change Password
	Session Timeouts
	Session Timeouts

